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Utah DEQ Tier 2 Internet Portal

DEQ offers multiple options to assist facility submitters in making a Tier 2 submission. This
document is intended for use as a supplemental reference. Short videos of the process are also
available for review from the Tier 2 information website described below.

Information about Utah’s Tier 2 Chemical Inventory Program can be found at:

http://www.deg.utah.ecov/ProgramsServices/programs/cercla/emergencyplanning/tier2/index.htm

The Utah DEQ Tier 2 Portal internet address is: www.eqtier2.deqg.utah.gov.

Document content disclaimer: Page titles, pop-up message windows, or other material presented
in the screen-shot images currently presented in this document may not match the exact content
currently displayed in the production web application. These items will be corrected in future
publications of this guidance document.
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INTRODUCTION

This document describes the process of submitting the annual Tier 2 Utah facility inventory to
the Utah Department of Environmental Quality (DEQ). The Utah State Emergency Response
Commission (SERC) is the designated recipient of Tier 2 chemical inventory information under
the federal Emergency Planning and Community Right to Know Act (EPCRA). DEQ acts in
service of the Utah SERC to receive and manage the Tier 2 data.

Facilities submitting Tier 2 chemical inventory information can now upload and submit their
Tier 2 data to DEQ directly through the online web portal. The DEQ portal displays under the
name Utah’s Tier 2 Submittal Management System. Facilities should continue to use the
Environmental Protection Agency’s (EPA) annual Tier2Submit software to create the (.t2s)
submission file accepted by the DEQ portal.

During the submittal process, the DEQ portal application will perform several basic Quality
Assurance/Quality Control (QA/QC) checks on the submission file to ensure that all required
data elements are present. The user is notified of issues that are listed at the end of the process in
a QA/QC Report. The submitter is advised at this time if corrections to the data file are needed.
The QA/QC Report can be printed for reference while making corrections. If edits to the
original file are needed, the submission process will be expedited if the submitter has EPA’s Tier
2 Submit application open and available for use.

Background and Use of the Tier 2 File

The Utah DEQ Tier 2 data system is modeled on the existing file format used in EPA's Tier 2
application (Tier2Submit). Users should continue to use the EPA Tier 2 Submit application
to create the initial validated Tier 2 submission data file. (EPA’s Tier 2 Submit application is
available here: http://www?2.epa.gov/epcra/tier2-submit-software).

In past practice, DEQ asked facilities to email their Tier 2 submission as an attachment in email
to the generic DEQ email account (eqderrtier2 @utah.gov). DEQ is introducing a new on-line
upload portal to replace the submission-by-email process.

On July 13, 2012 EPA issued new rules that require inclusion of geo-coordinate data (as
latitude/longitude) with the Tier 2 submission ((FR Vol.77, No. 135; July 13, 2012 p. 41300).
The rule was effective on January 1, 2014. Beginning with EPA’s Tier 2 Submit software for
reporting year 2013, the application will not validate a data file unless the facility’s latitude and
longitude coordinate data are included. EPA’s Tier 2 Submit application runs a QA/QC
validation check on the submission file. DEQ has many existing facility records that pre-date
this requirement. For this reason, the DEQ portal will perform a similar QA/QC check with a
focus on the geographic location coordinate to ensure the location lies within the Utah boundary.
The application will plot the facility on a map and present it to the submitter for visual
confirmation.

Upon successful completion of QA/QC check, the file will be uploaded to DEQ. DEQ will
conduct a final review and finalize the submission.
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Process Outline

The guide that follows will show you the standard process of making a submission using the
DEQ Tier 2 Portal. Steps are demonstrated using screen-shots. The outline below describes the
primary steps included you can expect to see.

Process Steps

The DEQ submission process consists of seven steps:

1. Create a New User Login Account
o Pre-Screens (link user account to facility record - optional)
2. Upload Tier 2 Submit File with QA/QC check
Validate Location
o Confirm geographic coordinate (Lat/Long)
o Set State ID (link State ID to submission file - optional)
Review Facility Contact Assignments
Review Contacts Information
Review Facility Chemicals
QA/QC Report and Completion
o QA/QC Passed — submission complete
o QA/QC Report (issues: data correction using EPA Tier2Submit)
= [Edit .t2s file to correct data
= Validate and save
= Resubmit to DEQ

het

N

The DEQ QA/QC process will flag a coordinate if it does not post within the Utah state
boundary. In this context, the DEQ process is more rigorous than the EPA Tier 2 application.
For this reason DEQ anticipates that DEQ latitude/longitude coordinate data check with be the
most common QA/QC issue.

Data Correction
If the DEQ QA/QC check identifies data issues:

1. The user will have the opportunity to print a QA/QC Report for use as reference to
modify the original submission file. The QA/QC Report is presented in a list in the last
step of the process.

2. The user is instructed to return to EPA’s Tier 2 Submit application and

Edit the original record

Re-validate the file

Create Electronic File (creates a new .t2s file)

Return to the DEQ portal and upload the revised Tier 2 Submission file (.t2s).

/o o
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STEP 1 - CREATE NEW USER LOGIN ACCOUNT

PLEASE NOTE: When you create a new User Login account and prior to taking in user
information, the application will prompt you with pre-screens. Pre-screens provide a
mechanism for you to search for and link the new user account (that you are about to create) to a
corresponding facility record. If the DEQ database does not have an existing record for your
facility, you may bypass this process. The system can link a single user account to multiple
facility records to accommodate a user that will be submitting for multiple facilities.

The order of presentation may be a source of confusion since the link is being facilitated before
the User Account is created! However, the process was designed to link your user account to
one or more facilities. The pre-Screen process is optional and the link can be created at a later
time using options available in the menu system.

Checking for an Existing DEQ Facility Record

If this is the first year in which your facility is reporting, or you are not sure if DEQ already has a
record for your facility, the application will allow you to search our database. You may:

(1) Search the database for a facility record and link your user account to each facility
record for which you plan to make a Tier 2 submission’
(2) By-pass these pre-screens and proceed to create a new account;

To Create a New User Account and begin your submission, navigate to the DEQ Tier 2 website
at: www.eqtier2.deg.utah.gov.

Instructional videos are also available under UDEQ’s Tier 2 Submission Portal.

! Certain commercial/industrial sectors show a relatively high rate of facility ownership turnover. For this reason a
facility may be on-record under the name of a previous corporate owner.
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Creating a New User Login Account

To create a new user login account navigate to the main DEQ Tier 2 webpage at
www.eqtier2.deq.utah.gov, and click the link Click here to log in (Figure 1).

/' [} Utah State UST Database - % Y ¥

J €« C A [1 wwwegtier2.dequtah.gov % 8 = I
| i apps Ed G PY GMaps (O Q&T2 [JUT [ EPA (I REF @ DEQHome (=2 Webster (2 Dictionary

Tier 2 Submission Portal

Login

= Home Page Utah's Tier 2 Submittal Management System

.. Tier 2 Upload

Click here to log in.

Create a new user. I

l Utah Department of Environmental Quality - Division of Environmental Response and Remediation
———-———— —

Figure 1
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Click Create a New Login (Figure 2).

[ Utah State UST Database - % §

| € & C fi [ wwwegtier2deg.utah.gov/Login.aspx | B =
i ppps B G 2R GMaps [ Q&T2 CJUT (CJEPA (] REF @ DEQHome @& Webster @& Dictionary

Tier 2 Submission Portal

Login
=-Home Page Please Log Inj_|;|]
‘.. Tier 2 Upload -
og In
User Name:
Password:

Create a New Login

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Figure 2
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Pre-Screens

Prior to creating a new User Login Account, the application presents the New User Setup — Tier
2 Site List screen (Figure 3). If DEQ has an existing facility record (with Tier 2 ID) for your
facility in the database, this series of pre-screens will allow you search for the record and link it
to your new User Account. You can also establish the link (relationship) independently at a later
time.

Details on how to link your new user login account to one or multiple facility records is
described in the sequence of instructions that follow.

[ Utah State CERCLAInforn % Y ¥

€ & C fi |[)168.1786.55/SearchTier2_IDS.aspx iz 8] =
i Apps B G U GMaps (0 Q&T2 (JUT (JEPA [JREF @ DEQHome & Webster (= Dictionary

Tier 2 Submission Portal

New User Setup - Tier 2 Site List
Loain

EHmEERE List the sites that you will be reporting on.  teio With Searching
L-Tier 2 Upload

Please enter full or partial information in one or mare of the fields on this form and then click the "Lookup”
button to search for the sites that you wish to report on.

Once yol
sites, th

The #& fj Once you have located a site that you wish to report on, use the &4 button to add the site to the list. Ifyou | Mextstep> |
report on multiple sites, they should all be added to the list

After all

The ¥ button can be used to remove a site to from your list

Sl After all of the sites that you wish to report on have been added to the list, click the
"Next Step” button.

oK

Session variables: 0

County: p
Tier21D: | Lookup || Clear Search

My Tier 2 Site List
No sites are currently in the list.

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Figure 3

To continue, click OK in the Pop-up (Figure 3). Figure 4 shows the search screens. To by-pass
the search, click Next Step (yellow box at right) and begin creating a new user login account.
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| Utah State CERCLA Inforr

« C A [ 168.178.6.55/SearchTier2_IDS.aspx
P oapps G E®GMaps CI1Q&T2 (JUT CIEPA (O REF @ DEQHome &2 Webster (2 Dictionary

Tier 2 Submission Portal

New User Setup - Tier 2 Site List
Loain

=-Home Page List the sites that you will be repnrting on. Heip With Searching
i-Tier 2 Upload

Please enter full or partial information in one or more of the fields below and then click the "Lookup” button to search for the sites
that you wish to report on.

Once you have located a site that you wish to report on, use the &l button to add the site to the list. If you report on multiple
sites, they should all be added to the list.

The % button can be used to remave a site to from your list

After all of the sites that you wish to report on have been added to the list, click the "Next Step” button.

Search All Fields:

Site Name:
Street: City:
County: Zip
Tier210: | Lookup | Clear Search |

o DUPR. ] LSRR ]

My Tier 2 Site List
ID | Name Address City Last Reported
No sites are current| the i

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

e
w!
{[[]

Next Step >

Session variables: 0

Figure 4

You can use this screen to search through existing facility records or bypass the screen by

clicking Next Step.
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To begin a facility search, enter a search parameter and click Lookup (several search variations

are demonstrated below).

/[ Utah State CERCLA Inforn x

« C A [ 168.178.6.55/SearchTier2_IDS.aspx
P oapps G E®GMaps CI1Q&T2 (JUT CIEPA (O REF @ DEQHome &2 Webster (2 Dictionary

Tier 2 Submission Portal

New User Setup - Tier 2 Site List

Loain
=-Home Page List the sites that you will be reporting on.  Heio With Searching

5----Tier 2 Upload
Please enter full or partial information in one or more of the fields below and then click the "Lookup” button to search for the sites

that you wish to report on.

Onee you have located a site that you wish to report on, use the &l button to add the site to te list If you report on multiple
sites, they should all be added to the list.

The & button can be used to remaove a site to from your list

After all of the sites that you wish to report on have been added to the list, click the "Next Step” button.

Search All Fields:

Site Name: |DEQ
Street: City:
County: Zip
Tier21D: Lookup || Clear Search
1 Results Returned My Tier 2 Site List
ID [ Name Address City Last Reported

No sites are currently in the list.

SALT LAKE
CITY

195 North
1950 West

DEQ Tier2 Test
Record

Utah Department of Envir | Quality - Division of Environmental Response and Remediation

[ MNextStep> |

Session variables: 0

Figure 5

In the example search shown in Figure 5 the user executed a search for a facility site name
beginning with “DEQ”. Results of the search are shown in the lower left column titled Results

Returned.

To select and link the facility record to your User Login Account, click the green plus-sign at left

of the record (the screen will refresh).
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| Utah State CERCLA Inforr
[ C A [ 168.178.6.55/SearchTier2_IDS.aspx <7 (8 =
P oapps G E®GMaps CI1Q&T2 (JUT CIEPA (O REF @ DEQHome &2 Webster (2 Dictionary
Tier 2 Submission Portal
New User Setup - Tier 2 Site List
Login
=-Home Page List the sites that you will be reporting on.  Heic With Searching
+.Tier 2 Upload
Please enter full or partial information in one or more of the fields below and then click the "Lookup” button to search for the sites
that you wish to report on.
Once you have located a site that you wish to report on, use the &l button to add the site to the list. If you report on multiple
sites, they should all be added to the list.
The % button can be used to remave a site to from your list MNext Step >
After all of the sites that you wish to report on have been added to the list, click the "Next Step” button.
Search All Fields:
Site Name: |DEQ
St Gty Session variables: 0
County: Zip
Tier210: Lookup || Clear Search
1 Results Returned My Tier 2 Site List - 1 Site J
DEQTier2 Test| 105 North  |SALT LAKE DEQTier2 Test | 195 North | SALT LAKE 5
64|0000) " e ord smsowest | oy | 2014 | %0000 " Recom 1g50West | cmy | 201 1
Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Figure 6

The column My Tier 2 Site List (lower right) shows the record after selection.
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Figure 7 shows another example of a records found. In this example the user applied the search
parameter “Utah Division of” in the Site Name field. Two additional sites were selected and
appear in the right-hand column.

75 s cevcua e« N

e C A [} 168.178.6.55/SearchTier2_IDS.aspx = @ =
i apps E)G ¥ GMaps (O Q&T2 CJUT CJEPA [JREF @ DEQHome (=3 Webster & Dictionary
Tier 2 Submission Portal B
New User Setup - Tier 2 Site List
Login
=-Home Page List the sites that you will be reporting on. el with Searching
Tier 2 Upload

Please enter full or partial information in one or more of the fields below and then click the "Lookup” button to search for the sites
that you wish to report on

Once you have located a site that you wish to report on, use the &l button to add the site to the list. Ifyou report on multiple
sites, they should all be added to the list

The & button can be used to remove a site to from your list

After all of the sites that you wish to report on have been added to the list, click the "Next Step” button. | Mext Stp >

Search All Fields:
Site Name: |UTAH DIVISION OF

Street: City:
County’ Zip:
s ples: 1
Tz sl oo e Qo Semch o | Mf?;”ﬂ,{[s;fuﬁﬁu 8045,
6 Results Returned My Tier 2 Site List - 3 Sites
D Name p— City Last D Name Address City Last
Reporied Reporied!
UTAH DIVISION 195 Nortn | SALT
OF WILDLIFE 19$/0000| DEQ Tier2 Test Record 1950 West LAKE 2014
£3/5045| RESOURCES |1465WEST| | oont | a00a cIry
LS FISHERIES [200 NORTH UTAH DIVISION OF
EXPERIMENT WILDLIFE
STATION RESOURCES | 1465 WEST
UTAH DIVISION #6045 FsHERIES  [200NORTH| WOGAN | 2008
oF WiLDLIFE | *52EAST EXPERIMENT
i s466| RESOURCES, |, FISH_ | mantua | 2008 STATION
MANTUA FisH (FATCHE UTAHDMISION GF | poo oo
HATCHERY WILDLIFE SN
UTAH DIVISION (5466 RESOURCES, |, FISH_lmanTual 2000
OF WILDLIFE (700 NOGRTH MANTUA FISH i
E3lsos| RESOURCE | BIG | FOUNTAIN | 500 HATCHERY
- FOUNTAIN | SPRINGS | GREEN
GREENFISH | ROAD
HATCHERY
UTAH DIVISION
OFWILDLIFE | 1000
RESOURCES | NORTH
Qj4674) SESOURTES | NORT lsPriNGVILLE| 2003
STREET
HATCHERY
UTAH DIVISION
OF WILDLIFE | 660 EAST
. RESOURCES | FISH | o mr
&d\46%6) 5 ENWOOD |[HATCHERY| GLENWOOD | 2005
FISH ROAD
HATCHERY
UTAH DIVISION
OF WILDLIFE | 2722 EAST
—_— K34RAT| RFSOLIRCF cding WOOND! AND | 2003 14

Figure 7

To remove a site from your site list, click the orange ‘X’ (the screen will refresh). When done
selecting click Next Step to begin entering data for your new login account.

Figure 8 (below) shows a new user account screen with one site selected (right column). Figure
9 shows a new user account screen with no sites selected.
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User Account Setup

Utah State UST Databa

- C M [1168.178.6.55/USER_Create.aspx 77| (@ =
fpps EJG T2 GMaps (] Q&T2 (JUT (CJEPA [ REF @ DEQHome &= Webster &3 Dictionary

Tier 2 Submission Portal

Session variables: 1 %
Ity Facilities=0000, P
Login
= Home Page User Account Setup

L-Tier 2 Upload

Please enter a User Name, Password, E-mail address, Security Question and Security Answer, then click the Create User button.

*NOTE* The Password must be at least 7 characters long and it must have at least one non-alphanumeric characterin it

Sign Up for Your New Account

e Tier 2 Sites That You
User Name: || | Will Be Reporting On [__<Back
Name |Address

Password: 2

Confirm Passwaord:

E-mail:
Security Question:
Security Answer:

Create User | |

Figure 8 (showing one site selection)

| 7 Utah State UST Database
&« C # [} 168.178.6.33/USER_Create.aspx
2% Apps [ NewTab [ SPILLS (3 UT (CJEPA (] REF @ DEQHome &2 Webster [ Dictionary [EJ Google =3 GMaps

Utah CERCLA Information Management

Session variables: 0 P
Loain User Account Setup
=-Home Page

L.Tier 2 Upload
Please enter a User Name, Password, E-mail address, Security Question and Security Answer, then click the Create User
button.

*NOTE* The Password must be at least 7 characters long and it must have at least one non-alphanumeric character in it

Sign Up for Your New Account
s Tier2

3 - <Back
User Name: [mzucker Sites That
You Will
Password: | Be
Reporting
Confirm Password: On
No sites
E-mail: were
req
Security Question: to be
Security Answer: a?: ;?:fd

Create User |

Figure 9 (showing no site selection)
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Following from figures 8 or 9, complete all fields in the form and click Next Step.

Note: The password must be at least 7 characters and contain at least one non-
alphanumeric character.

Create your own Security Question and Security Answer.

Click Create User.

Activate New User Account

When finished creating the account, it must be activated before you can proceed. To activate
your account:

1. Contact the Utah Dept. of Environmental Quality via email to
eqderrtier2 @utah.gov to provide notice that you’ve created a new Tier 2 account

and request activation.
2. Please provide the User ID and the email address you used to set up the account.
3. DEQ will notify you by email of your account activation. You should be able to
access the application immediately.

It will be helpful to have your validated Tier 2 submission file available. This is the file you
created in EPA’s Tier 2 Submit application.

The DEQ upload/submission portal performs some QA/QC on the file. If the check finds
outstanding issues you will be able to print the list. You will be instructed to return to EPA’s
Tier 2 Submit to make the corrections to your submission file. Follow the normal process to
revalidate the record(s) and save your record out to a (.t2s) file. Return to the DEQ portal to
upload the new file.

TIER2 Submission Portal Guidance - draft.docx

15



STEP 2 - UPLOAD TIER 2 SUBMISSION FILE

After your account is activated, navigate back to the DEQ webpage (www.eqtier2.deq.utah.gov)
and log in.

Note the Table-of Contents menu tree in the left-hand column (Figure 10). Click the link Tier 2
Upload and follow the sequence as shown in Figures 11-12.

[ Utah State UST Database - x W& %
« C # [31681786.55/Loggedinaspx el (8] =
i apps EJ G 2% GMaps (O Q&T2 [(JUT CJEPA (I REF @ DEQHome &3 Webster @& Dictionary

Tier 2 Submission Portal

zzdeq

e Utah's Tier 2 Submittal Management System
~Tier 2 Upload
iSite Reporters Please make a selection from the menu at the left.

Utah Department of Environmental Quality - Division of Environmental Respanse and Remediation

Figure 10
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tah State CERCLA Inforr

€« C A | [ www.eqgtier2.deq.utah.gov/Tier2E_ULE.aspx <l [@]
i Apps EJ G 23 GMaps [J Q&T2 [JUT CJEPA CIREF @ DEQHome &2 Webster &3 Dictionary

Tier 2 Submission Portal

e Upload Tier 2 Submit File

=-Home Page
Tier 2 Upload
Site Reporters | \We are currently accepting submissions for January 1, 2014 to December 31, 2014
By clicking the Agree button below, you verify that the data submitted is correct for
the active year.

| Agree |

Session variables: 2
Stamplnit=zzdeg
StartMessageShown=True

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Figure 11 Click Agree.

Utah State CERCLA Inforn %

<« C # [} 168.178.6.55/Tier2E_Upload.aspx =
= apps G COSPILLS CJUT CJEPA (CJREF @ DEQHome & Webster [ Dictionary = GMaps
Steps (screens) That You Will See In The Submission Process:
z2zdeq 1. Upload Tier 2 Submit File
Lot 2. Validate Location
=-Home Page 3 SetState ID
IR 4 Facility Contact Assignments
SEREITES 5. Contacts Information
6. Facility Chemicals
7. Submission Completed == (A print errors option is available here)
ion that
=3
e o zoom
) Chioose Fhe, |jioiie Chowet; e Subrt
Session variables: 2
Stampinit=2zdeq
StartilessageShown=True
Utah Department of Environmental Quality - Division of Response and

Figure 12 The pop-up displays the primary steps involved in the process, click OK.
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The Upload Tier 2 Submit File screen begins the upload and QA/QC check process (Figure 13).

|1 Utah State CERCLA Inform X

<« C ft  [1 wwwegtier2dequtah.gov/Tier2E_Upload.aspx | (8 =
it apps EJG 2 GMaps [J Q&T2 [JUT (JEPA [JREF @ DEQHome (= Webster & Dictionary

Tier 2 Submission Portal

Zaes Upload Tier 2 Submit File

=-Home Page
-Tier 2 Upload Please click the Browse button below to locate a Tier 2 Submit file, then click the
=-8its Reporters  ||_Submit button to proceed p

* Note : When using the map, be careful where you click! When validating a facility, the
location is set where/when the map is clicked on. An errant click will mark a new location that
will prompt a message requiring you to modify your Tier2Submit file.

« To pan the map, click the map and drag, this will not result in a point being set.
« Use the mouse wheel or the +/- boxes in the upper left hand corner of the map to zoom.

| Choose Fie | Mo fie chosen [ Submt |

Session variables: 2
Stamplnit=zzck
StarthvlessageShown=True

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Figure 13

Click Choose File to find and select your Submission file.
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|1 Utah State CERCLA Informr X

&« C f  [1 www.egtier2.dequtah.gov/Tier2E_Upload.aspx vo| @ =
it apps EJG 2 GMaps [J Q&T2 [JUT (JEPA [JREF @ DEQHome (= Webster & Dictionary

Tier 2 Submission Portal

o Upload Tier 2 Submit File

=-Home Page
Tier 2 Upload Please click the Browse button below to locate a Tier 2 Submit file, then click the
Site Reporters Submit button to proceed. 4

* Note : When using the map, be careful where you click! When validating a facility, the
location is set whera/when the map is clicked on. An errant click will mark a new location that
will prompt a message requiring you to modify your Tier2Submit file.

« To pan the map, click the map and drag, this will not result in a point being set.
« Use the mouse wheel or the +/- boxes in the upper left hand corner of the map to zoom.

Choose File 1 BETA TEST DEQ NO ID.t2s | Submit |

Session variables: 2
Stamplnit=zzdeq
StarthviessageShown=True

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Figure 14

After you selected your submission file, the filename will appear next the Choose File button
(Figure 14).

Click Submit.

TIER2 Submission Portal Guidance - draft.docx 19



STEP 3 - VALIDATE FACILITY LOCATION & SET STATE ID

[ Utah State CERCLA Inform x %Y
- C M [ www.egtier2dequtah.gov/Tier2E_Upload.aspx % (@ =
i oapps B G Z¥GMaps (D Q&T2 (O UT O EPA (O REF @ DEQHome @3 Webster G Dictionary

Tier 2 Submission Portal

Upload Tier 2 Submit File

* Note : When using the map, be careful where you click! When validating a facility, the
location is set where/when the map is clicked on. An errant click will mark a new location that
will prompt a message requiring you to modify your Tier2Submit file.

zzdeq
Logout
[=-Home Page

-Tier 2 Upload

[-Site Reporters.

« To pan the map, click the map and drag, this will not result in a point being set.
« Use the mouse wheel or the +/- boxes in the upper left hand corner of the map to zoom.

| Chaose File | Mo file chasen | subm - .
Session variables: 2

Stamplnit=zzdeq
Facility Name ? Problems Found StartvessageShown=True

DEQ Tier2 Test Record 105 Morth Facilty location has not been validated.
1850 West . SALT LAKE CITY 40774 -111.048 Facility does not have a State ID.

igure 15

This screen (Figure 15) presents the basic facility information extracted from the
submission file.

. - items indicate data have not passed the QA/QC checks.
. - items indicate data have passed the QA/QC checks.

In this screen you can review the initial facility data: Facility Name and Address, State ID,
Lat/Long, (status of Lat/Long defaults to No) and Problems Found. In the example above, the
submission file does not contain a Utah Tier 2 ID number (blue box), and the column “OK?
shows “No” because the geographic point location has not been validated. Validation is done in
the next step.

Description of actions available shown in Figure 15, what to do:

Review and confirm facility information (gray arrow). Two links are presented in the right
column of the row:

Validate (is required — red arrow)
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This function is used to validate the geographic coordinate location of the facility; and
Set State ID (orange arrow)
This function is used to link the submission file to the facility record and ID.

NOTE: if you did not include a Utah Tier 2 ID in the submission file: you will be
asked if you want to search the DEQ dataset to see if our data system contains a facility
record with Tier 2 ID for your facility. This happens after you validate the geographic
location.

History of Geographic Coordinate Data (Latitude/Longitude) in DEQ Facility Records

EPA made the requirement to include a geographic coordinate (latitude/longitude) as part of the
submission beginning with RY2013 submissions. DEQ created many facility records prior to
implementation of the requirement and those records may not contain a facility coordinate. For
this reason, our application provides a mechanism to confirm the coordinate when it is provided
or determine the correct coordinate and add it into the submission file.

TIER2 Submission Portal Guidance - draft.docx
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Validate the Coordinate Location

Click Validate.

This action opens the map to validate the coordinate location as shown in Figure 16. The map
provides the user an opportunity to check the geographic location of the facility. Review the
map location and verify that the coordinate data you supplied in the submission file is accurate.
The longitude and latitude from your file appears above the map. The yellow point on the map
identifies the graphic representation of the facility. Orange points depict other Tier 2 facility
locations.

Additional elements of the Map Window are described in the Sidebar below. Instructions for
using the map are provided following the sidebar under What to do.

[ Utah State CERCLA Inforr X ras

« C # |[)168.1786.55/Tier2E_Upload.aspx w| (8 =
i apps B G CISPILLS (CJUT CJEPA (CJREF @ DEQHome &3 Webster [ Dictionary 3 GMaps

Pinpoint the Facility Location
I confirm that | want to use this facility location and thatthe information is accurate
Yes ] Ganesl

[
zzdeq Facility: 000_DEQ_Tier2_TEST_Record , 195 North 1950 West Tier 2 ID: 000D

Logout
e o Longitude: -111.04760900095125 Latitude:
J-Tier 2 Upload LT %
Site Reporters @ Y
aff s
= —hEd
st Q

Session variables: 13

Stampinit=zzdeq

StartMessageShown=True

TheFacsDir=ClinetpublwwwroctiUploads_3878176_Tier2_Submittz

TheFaclDsDir=C:\inetpublwwaroctiLpl DadsﬂEQ?BWﬁ_TiErZ_S ubmi
]

trZipi 0s_3078176_Tier2._
Q_Tier2_Test Record2s
strTheOLpUDirectory=CinetpubwwrootiUplcads_3978176_Tier?
stOngFilename=000 DEQ Tier2 Test Record2c
st

lesDir=C Jploads_3978176_Tie
MerFile:
Zip or SOLiteDBName=21768857.53dD
Address Find DBNameAndPath=CinetoubwwwroofiUploads_3976176_Tier2_Su,
City 3do_ -
Route Milepost Find
Coordinate Type | Decimal Degrees v !

Decimal Degrees
Degrees, Minutes
Degrees, Minutes, Seconds
Universal Transverse Mercator
Section/Township

Longitude (W)

%Ieam& Fields

V

Utah Department of Quality - Division of Response and Remediation

Figure 16
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Side Bar — Description and Navigating in the MAP window

Red Arrow: Facility information and the Point Coordinate of the facility (if provided) is
displayed above the map.

Orange Arrow: Zoom tools, or you can zoom with the mouse wheel.

Blue Arrow: Background selection (sub-map lower left, click-to-toggle). The user can cycle
through various backgrounds by clicking the sub-map. Backgrounds are: Terrain, Hybrid,
Streets, Imagery, Topo(graphic), Lite, or Hillshade.

Search fields are below the map. You can search by address, city, zipcode, roadway route &
milepost, or geo-coordinate.

Green Arrow: Several geo-coordinate formats are available from the drop-down in the field
Coordinate Type. The default coordinate system is Decimal Degrees.

NOTE: Pan with mouse (use mouse actions judiciously). If you click in the map, or otherwise
create a coordinate point on the map that is different from the coordinate uploaded from your
submission file, the new coordinate recorded by the system will not match the coordinate pulled
from the file. The system will not reconcile the new coordinate to the coordinate uploaded from
the submission file. If this occurs, a red-screen notice will appear in the last step. The easiest
solution is to re-upload the file.

What to do:

1. If the location is valid:
a. Click YES (top left above the map)
b. You will be returned to the previous screen
2. If the location is not accurate, you can determine the correct location coordinate:
a. If you know the coordinate of your facility, you can enter it below the map using:
1. Street address, and city or zip code;
ii. Route number and milepost; or
iii. Geographic coordinate: several coordinate system formats and types are
available (select from the dropdown)
b. If you do NOT know the coordinate of your facility, you can navigate in the map
to the location where your facility is located and click on a point to establish the
Lat/Long coordinate.
c. The coordinate is displayed (as decimal Longitude and Latitude) above the map
d. Record the Lat/Long (4 or 5 decimal places should be sufficient)

Items flagged for correction will be listed when you get to the last screen. You can print the list
of outstanding QA/QC issues at this time.
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If your file did not contain a Tier 2 ID number, after you confirm the facility location, a prompt
will appear asking if reports have been filed for this facility in the past (Figure 17).
FrSbec made@ihs w5 ven sune cancianior <

« C i | [ 168.178.6.55/Tier2F_Upload.aspx w| @ =
i apps E)G ¥ GMaps (O SPILLS (JUT CJEPA [ REF @ DEQHome &3 Webster g Dictionary

Utah CERCLA Information Management

] Upload Tier 2 Submit File

=-Home Page
Tier 2 Upload | All facilities have been validated.

[#-Site Reporters ]

* Note : When using the map
location is set whe
will prompt a mess

be careful where you click! When validating a facility, the
k will mark a new location that
it file.

Have reports been filed for this facility in Next Step

the past?

It in a point being set.
hnd corner of the map to zoom.

« To panthe m
« Use the moug

Choose File | No file chosen

Session variables: 25

Stamplnit=zzdeq

StartMessageShown=True
TheFacsDir=C-\instpubiwwwrootiUploads_3978176_Tier2_Submitts
TheFacIDsDir=C:\inetpubtwwwroot\Uploads_3978176_Tier2_Submi
strZipPathAndName=C:\inetpubwwwroot\Uploads_3978176_Tier2_
TEST DEQ12s

DEQ Tier2 Test Record 185 North
1950 West , SALT LAKE CITY 40773090 -111.0470 Fagility does not have a State ID.

strTheOutputDirectory=C instpubwwwroohUploads_39768176_Tier:
strOrigFilename=BETA TEST DEQ.t2s
strTheOtherMerFilesDir=C:Ainetpubtwwwrootiploads_3978176_Tie
MerFilest

SQLiteDBName=34931328.s3db

?EhNam eAndPath=C:\inetpubtwwwroot\Uploads_3978176_Tier2_Su

TheSortValue=1
SortExpression=SortOrder ASC
FFacilityName=DEQ Tier2 Test Record
FStrestAddress=195 North 1950 West
FCity=SALT LAKE CITY

FCounty=Salt Lake

FZip=84014

FLongitude=40.774

FLatitude=-111.948

DD_Lat=40.774

Utah Department of Enviranmental Quality - Division of Environmental Response and Remediation

_

Figure 17

If you click Yes to the prompt, the application will present a search screen providing the
opportunity to find the facility ID (Figure 18). If you click No, you will be returned to the prior
screen, and you can click Next Step to bypass the search and continue. Bypass with take you to
Figure 20.

TIER2 Submission Portal Guidance - draft.docx 24



Set State ID

| 7 Utah State CERCLA Inforn x

“~ C A [ www.egtier2.dequtah.gov/Search_T2_ID.aspx % (8 =
i ppps EIG 2% GMaps (O Q&T2 CJUT CJEPA [JREF @ DEQHome &= Webster & Dictionary

Tier 2 Submission Portal

newuser Facility ID Number Search: -
Logout

=-Home Page Please select the Utah State ID number that this facility has been reported under in previous years.
i-Tier 2 Upload
|.er Hiod To locate the ID number for this facility, enter complete or partial information in any of the fields below.
-Site Reporters Once you have entered the search information, press enter or click the Lookup button.
Search All Fields
(slower):
Facility Name: |
Street: City:
County: Zip:
| Lookup | [ cant Find || Clear | | searching Help |
My Facilities

Mo sites are currently assigned.

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Figure 18

You can return to the previous screen by clicking Can’t Find.
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To search the facility records, enter a search parameter using one or more of the fields provided
(Figure 19) and click Lookup to execute the search.

To clear existing parameters from the search fields click Clear. To review search help click
Searching Help.

In the example shown in Figure 19 the user entered the first three characters of the facility name
“DEQ” and found an existing facility record in the listed results.

[ Utah State CERCLA Inforn »x W& Y

&= C' fi [0 www.egtier2.deg.utah.gov/Search_T2_ID.aspx w8 =
i Apps EAG #® GMaps (J Q&T2 (CJUT (] EPA [JREF @ DEQHome = Webster &2 Dictionary

Tier 2 Submission Portal

newuser Facility ID Number Search: -
Logout

=-Home Page Please select the Utah State ID number that this facility has been reported under in previous years.
i--Tier 2 Upload
|.er oA To locate the ID number for this facility, enter complete or partial information in any ofthe fields below
[-3ite Reparters Once you have entered the search information, press enter or click the Lookup button.
Search All Fields
(slower):

Facility Name: DEQ

Street: City:
County: Zip
Lookup || Can't Find | Clear | | searching Help |

1 Results Returned

Select 0ooo DEQ Tier2 Test Record Alisses 195 North 1950 West SALT LAKE CITY

My Facilities

No sites are currently assigned.

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Figure 19

Review the facility record to ensure it matches your facility. If correct, click Select (green box).

The application returns to the validation screen.
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P Inbox (1) - mzucker@utah % J [1 Utah State CERCLAInforn % W}
J

&« C A | [} 168.178.6.55/Tier2E_Upload.aspx we @ =
i Apps G U3 GMaps (] Q&T2 CJUT (CJEPA [JREF @ DEQHome @ Webster [ Dictionary

Utah CERCLA Information Management

T Upload Tier 2 Submit File

[=-Home Page =
- Tier 2 Upload | All facilities have been validated.

[+-Site Reporters

P

* Note : When using the map, be careful where you click! When validating a facility, the
location is set where/when the map is clicked on. An errant click will mark a new location that
will prompt a message requiring you to modify your Tier2Submit file.

| Next Step
« To pan the map, click the map and drag, this will not result in a point being set.
« Use the mouse wheel or the +/- boxes in the upper left hand corner of the map to zoom.

Choose File | No file chosen | Submit

Fagcility Name 2 Problems Found
Address

Session variables: 10

Stamplnit=zzdeq
StarthvessageShown=Trug
strOrigFilename=BETA TEST DEQ: no ID .2
DBNameAndPath=C:inetpubiwwwroatiplo:
SorExpression=SortOrder ASC
DD_Lat=40.774

DO_Long=-111.848
APl_Key=AGRC-15DAF41C857232
TheSortValue=NoSort

DEQ Tier2 Test Record 185 North
1850 West , SALT LAKE CITY 0000 40773888 -111.9478 None

Figure 20

The State Tier 2 ID field is now populated (green box Figure 20). The system has linked the
State Tier 2 ID to the submission file.

Click Next Step.
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STEP 4 - FACILITY CONTACT ASSIGNMENTS

This step will show existing issues with the contact types (Figure 21).

You are unlikely to see contact errors in this screen since the EPA Tier 2 Submit application will
not allow the user to create an electronic (.t2s) file if any such errors exist.

[ Utah State CERCLA Inform x W%
&« C A | [} 168.178.6.55/Contacts.aspx e (@

fapps B G COSPILLS (O UT CJEPA (O REF @ DEQHome (52 Webster [N Dictionary =% GMaps

Utah CERCLA Information Management

fznd;ﬁ,t Facility Contact Assignments
E-Home Page
Tier 2 Upload Each facility must have at least one Owner/Operator and at least two emergency

contacts. No problems have been detected with contact assignment. Please click

[+-Site Reporters o
Next Step at the right when ready to continue

Problems Found

Next Step

View ssues |
000_DEQ_Tier2_TEST Record 195 North FErT—

1950 West W None Detais

Session variables: 9

Stamplnit=zzdeq

StartlMessageShown=True
strOrigFilename=000_DEG_Tier2_Test Record2s
DBNameAndPath=C.\inetpubiwwwrootiUploads_3978176_
AP|_Key=AGRC-15DAF41CE57232

TheSortvalue=1

Figure 21
Click Next Step.

If issues appear, you can review them by clicking View Issues, else click Next Step to continue.
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STEP 5 - CONTACTS INFORMATION
This step reports on additional detail about each contact provided (Figure 22).
Click the Details button (right-hand column) to select a record. The active contact record will

appear in yellow highlight a corresponding phone type and phone number for the selected
contact is listed in the matrix below the contacts.

' [¥ Utah State CERCLA Inforr x! I I
(—

[ 168.178.6.55/ContactsInfo.aspx o @

=22 Apps EG _,!GMaps CIQam2 CJuT [CJEPA [ REF @ DEQHome & Webster & Dictionary

Utah CERCLA Information Management

ﬁdgeﬁ" Contact's Information

=-Home Page
. Tier 2 Upload Each contact must have a name that is not on the generic names list (click the
Generic Names List button to view the list) and a 10 digit telephone number
including the area code. Owner contacts must have an address and emergency
contacts must have a 24 hour telephone number. No problems have been detected.

-Site Reporters

Please click Next Step at the right when ready to continue .
Generic Names |
- Next Step
Contact Contact oK? [ Owner Emergency Details -
First Last Operator Contact | Viewlssuss |
Back
I Mike A Yes None <
Mike B None o
Mike Jr. c Yes None Ld | Details
Session variables: 12
Stamplnit=zzdeq
Startmessageshawn True
strOrigFilename=Beta Test DEQ WITH ID.t2s
API_Key=AGRC- 1SDAF4 10857222
., . CorﬂactRecordlD CTTR2013ACBDA1001HE3
24-hour 801-536-4123 DBMNameAndPath=C:\inetpublwwwrootiUploads
‘Waork 801-536-1111 TheSortvalug=1
Home 601-536-4100
Emergency 801-536-0000

Figure 22

If issues appear, you can review them by clicking View Issues, else click Next Step to continue.
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STEP 6 - FACILITY CHEMICALS

This step shows the list of chemicals in the submission. This is a review screen only.

Utah State CERCLA Inform

€« C A [} 168.178.6.55/FacilityChems.aspx ~ (B =

fapps B G COSPILLS (O UT CJEPA (O REF @ DEQHome (52 Webster [N Dictionary =% GMaps

Utah CERCLA Information Management

e Facility Chemicals
E-Home Page

Tier 2 Upload All chemicals must have a name, Average and Maximum Amount Codes must be
4-Sits Reporters || DEtween 1.and 13 inclusive. Days On Site must be between 1 and 365 inclusive. No
problems have been detected. Please click Next Step at the right when ready to

continue
v
cas Chemical Avg Amt Code OK I Errors Found s
Max Amt Code
Days On Site
Avg Amt-02
000_DEQ_Tier2_TEST_Record| 7732- Max Amt-02
105 North 1850 West 18-5 DIHYDROGEN MONCXIDE Days On Site - 365
Avg Amt-02 OK
R B S iRty CARBON DIOXIDE Max Amt - 02 .
Days Cn Site - 365
Bvalini=00 BE Session variables: 12
- g Amt - . Stamplnit=zzdeg
DO0:DEQ “fterz TEST. Record|a7782 CHLORINE Max Amt - 04 StarthlessageShawn=True
195 Narth 1950 West 505 Days On Site - 365 strOrigFilename=000_DEQ_Tier2_Test Record{2s
DBNameAndPath=C:\inetpubtwwwrootiUploads_397817
B API_Key=AGRC-15DAF410657232
|000_DEQ_Tier2_TEST_Record| 7664- AMMONIA (ANHYDROUS MAUQ :m{t gg TheSorfValue=1
195 North 1950 West 17 0 ) lax Amt - ContactRecord D=CTTR20137PCEV2007268
Days On Site - 365
e Avg Amt - 06 oK
UUU—?gé}ﬁzﬁgzr%%s,IEEf“urd Finishing Materials Max Amt - 06 .
2 Days On Site - 365
Avg Amt- 10 OK
DDD—?EP ;‘[‘f_rz.—,lE,,s.T:ﬁe 2E Wood and Wood Products WMax Amt - 10 a

Figure 23

Click Next Step to continue.
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STEP 7 - QA/QC REPORT AND SUBMISSION COMPLETION

The final step (screen) lists any outstanding issues found in the data. The DEQ system will not
alter the data that has been uploaded. For this reason, if there are issues/errors that need to be
corrected, the user must return to the EPA Tier 2 Submit software application and:

1. [Edit or correct the issues indicated
2. Create a new submission file
3. Re-submit/re-upload the file to the DEQ portal

[ Utah State CERCLA Inforr » &}
&= C A [} 168.178.6.55/SubmissionComplete.aspx w8 =
fapps B G COSPILLS (O UT CJEPA (O REF @ DEQHome (52 Webster [N Dictionary =% GMaps

Utah CERCLA Information Management

e Submission Completed

E-Home Page
Tier 2 Upload
I+-Site Reporters

Issues Found

i 5 Print P:
Update latitude and longitude information ‘—f"'j' 2
Latitude = 40.7742 Longitude = 111.9477 Submit Ancther |

Facility: 000_DEQ_Tier2_TEST_Record - 195 North 1950 West, SALT LAKE CITY Back

Session variables: 13

Stamplnit=zzdeq

StartMessageShown=True _

Utah Department of Environmental Quality - Division of Environmental Response and Remediation strOrigFilename=000_DEC Tier2_Test Record

25
DBNameAndPath=C.\inetpubiwwwrootiUploads_3
O78176_Tier2_Submittal\21766857\21766857.83d
b

AP|_Key=AGRC-18DAF41CE57232
TheSortValue=1
ContactRecordD=CTTR20137PCEV2007268
LL_Added=True

Figure 24

The QA/QC Report can be printed using the Print Page button on Figure 24 (red arrow).

Figure 25 shows an example QA/QC Report listing outstanding issues.
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File Edit View Document Comments Ferms Tools Advanced Window Help

ﬁ Create PDF ~ @CombineFiles' @B{poﬂ:' @Startl\"leetingv ﬁSecure' fsign' Forms' ﬁReview&Comment'
OBEE ke 1 i ufI& @ wx - [

Tier 2 Submission Portal

zzdag
Logout
=-Home Page
| Tier2 Upload Problems were found in the file that was submitted, please correct these using the
1-Site Reporters || TiEr 2 Submit application and re-submit:

Issues Found

State ID: Unable o Locate
Facility: DEQ Tier2 Test Record 195 North 1950 West SALT LAKE CITY

Upaate latitude and longitude information
Latitude = 40,7744 Longitude = 1112478
Facility: DEQ Tier2 Test Record - 195 North 1950 West, SALT LAKE CITY

Update the State |D
State ID = Unable to Locate
Facility: DEQ Tier2 Test Record - 195 North 1950 Wesi, SALT LAKE CITY

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

8.50 x11.00 in | I »

Figure 25
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Utah State CERCLA Inform

E-Home Page
Tier 2 Upload
Site Reporters

<« C A [} 168.178.6.55/SubmissionComplete.aspx 1
fapps B G COSPILLS (O UT CJEPA (O REF @ DEQHome (52 Webster [N Dictionary =% GMaps

Utah CERCLA Information Management

Submission Completed

Thank you for your submission, we have updated your records with the information
that you provided.

Print Page

Submit Ancther

| Back

Utah Department of Environmental Quality - Division of Environmental Response and Remediation

Session variables: 13

Stamplnit=zzdeq

StartlessageShown=True
strOrigFilename=000_DEQ_Tier?_Test Recordt
2

AP|_Key=AGRC-15DAF41CE57232
ContactRecordD=CTTR20137PCEV2007268
DBNameAndPath=C:inetpublwwwrootiUploads_3
‘EIJTE‘\T‘O“_TI er2_Submittal\08736590\08736590.s3d

TheSortvalue=1
LL_Added=True

Figure 26

Figure 26 shows a successful submission.

If you are submitting for multiple facilities you can make additional submissions by clicking
Submit Another.

If you are finished please Logout - green arrow in Figure 26.

Your Tier 2 submission is complete.

DEQ will review new user login accounts and the links created to facility record(s) information
to ensure a login account has been linked to the proper facility record.

A submission will be finalized after this last review. If DEQ has a question about the submission
you will be contacted by a DEQ representative.
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UNEXPECTED ERRORS

Figure 27 shows an example of an unexpected error that may interrupt the submission process.

D Utah State CERCLA Inforn %

random

Logout

=-Home Page
-Tier 2 Upload
-Site Reportars

<« C -D www.eqtier2.deq.utah.gov/Tier2E_Upload.aspx
i Apps G =®GMasps (1Q&T2 (JUT (JEPA [(JREF @ DEQHome & Webster (2 Dictionary

Tier 2 Submission Portal

An Error Has Occured
An unexpected error has occured and admin has been notified.

Return to the home page

73| 8]

Figure 27

If the Portal returns this error, the quickest remedy is to click either link Tier 2 Upload or Home
Page in the menu and begin again.

If you cannot navigate past this error (because it reappears) you can attempt to a work-around by

logging off, close all instances of the browser and log back in.
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